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Welcome to 
Big E-Z® Payroll 
for Microsoft® Excel 



Overview 

Using Big E-Z® Payroll software will enable you to quickly calculate information to 
write employee paychecks and track payroll information to prepare W-2's at the 
end of the year. You'll need to refer to government issued tax tables or Internet 
based payroll tax calculators to determine how much income tax to withhold from 
each employee based on their W-4 information. 

You can sort the data in Big E-Z® Payroll to obtain the payroll totals you will need 
to prepare various payroll reports required throughout the year. This can be a 
real time saver! Big E-Z® Payroll makes a great addition to Big E-Z Monthly 
Bookkeeping. 

Microsoft® Excel 97 or later is required to use Big E-Z® Payroll. 



Getting Started 



Open and Name a Workbook 

Start by opening a workbook for the year. Locate Big E-Z Payroll in the template 
folder of your Microsoft Excel program (you must have installed Big E-Z® Payroll 
as instructed — this may require an adjustment to your Excel security level — to 
determine your security level setting click on Tools, Macro and Security). To do 
so, click on File, New, Big E-Z Payroll. Once it's open you need to name it by 
clicking on File, Save As and typing in a file name such as 
MyCompany200XPayroll. It is a good idea to keep all of your Big E-Z® Payroll 
workbooks in one folder. To do this click on File, Open, then click on the yellow 
folder icon (create new folder), type in a name like Big E-Z Workbooks and click 
OK. 



Complete the Settings Worksheet 

You will want to complete the Settings worksheet with your Name, Date of 
Records and if necessary, make changes the to FICA and Overtime Rates. 



Entering Data 



Now you are ready to enter your data in the Detail worksheet. (To customize the 
Detail worksheet, see instructions in the Making Changes section below.) The 
color-shaded areas will automatically calculate for you. Follow the Show Help 
button instructions on each worksheet to help you enter data and to sort the 
information as needed. 



Basic Worksheets 

The Big E-Z® Payroll module is composed of three worksheets: 

The Settings worksheet is for recording your business name and year of your 
records. 

The Detail worksheet is for recording all the details of your employee paychecks 
such as hours worked and rate of pay. Gross Pay, Total Deductions, Net Pay, 
and FICA taxes will automatically calculate for you. You will need to determine 
how much Federal and State income taxes to withhold from government issued 
tax tables (see link on our Website www.bigez.com). After entering the details 
you may sort the data to help you in preparing payroll reports. 

The Summary worksheet will keep running totals of all your details. You may 
sort the data by employee or by payroll deduction type. 




Note: No changes can be made to the Summary worksheet — it is for summary 
purposes only. 



Making Changes 

You may customize the Detail worksheet by adding titles to the columns above 
the deduction columns Ded1, Ded2, etc. to something more meaningful to you by 
simply clicking on the outlined white box and typing the desired column title. The 
titles you add will show up on the Detail worksheet only . 

Important: Do not change the actual yellow Ded1 , Ded2, etc. boxes for this will 
cause the Summary to be incorrect. 



Additional Buttons 



The Show Help/Hide Help button will help you to enter information into the 
correct areas on each of the worksheets. Each worksheet has its own Show 
Help button, which must be turned on and off individually. 

The Print button will give you a preview of the report you are about to print. Print 
only the pages you need by changing the print range. We designed the Print 
button to make it user friendly but you may need to make adjustments to the 
settings on Microsoft® Excel's Page Setup. If you would like to return to the Big 
E-Z default print settings open a new Big E-Z workbook, click on the desired 
worksheet tab, click on Print Report, Setup to view the Page Setup settings. 




The flexibility of Microsoft Excel allows the experienced user to create formulas 
that add further automation and functionality. Please note: Big E-Z Bookkeeping 
Co. does not provide customer support in regards to adding, deleting, or 
changing formulas, or returning the program to original form as a result of added 
formulas or program modifications. 



Detail Worksheet 



This is what the Detail screen would look like after entering 4 weeks of paychecks. 
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Summary Worksheet 



The Summary screen will show totals of all the employee paychecks. 
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Useful Features 

Once your data is entered you may sort the information in many useful ways. 
See the following screen shots for some examples. 



Filter by Employee — Screenshots 

You can filter (sort) the payroll records by employee. Let's say you want to see all 
the checks issued to T. Jones for the month. You would click on the arrow button 
to the right of the column heading Employee, then click on T. Jones: 
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Your screen will then look like this: 
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Filter by Date — Screenshots 



You can filter (sort) the data by date. Let's say you wanted to determine a total of 
Gross Pay for all checks issued between 1-21-200X and 1-28-200X. You would 
click on the arrow next to the Date, then click on Custom. 
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A Custom AutoFilter dialog box will appear. Fill in the dialog box as shown below 
and click OK. 
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Notice how only the last 2 weeks of January appear on the screen: 
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Now to get a total of Gross Pay for the last 2 weeks of January highlight the 
Gross Pay cells and look at the bottom of the page for the Sum=4,242.50. 
If this is not visible click on View, Status bar and it should appear. 
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Big E-Z Help Feature 



To make the Big E-Z experience E-Z for you we've created a unique help feature 
to assist you with your bookkeeping. Just click the Show Help button on each 
page. This will launch step-by-step instructions right on the screen where you are 
working. Arrows point where numbers, names, dates, and other information 
should be entered. See screenshot below: 
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How to Fill in the Detail Worksheet 



Enter period ending date. 
Enter check date. 

Enterthe employee's name, number, or ^ode 
Enterthe employee's salary amount. 
Enterthe employee's hourly pay rate. 
Enterthe quantity of regular hours worke 
Enterthe quantity of overtime hours work)ed 
Enter Federal and State deductions as n 
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Summarizing the Detail 

Click on the Summary 
worksheet to view a 
summarized version of all rows 
on the Detail worksheet. The 
amounts are automatically 
recalculated on the Summary 
worksheet. 

Note that all rows are included 
on the Summary worksheet, 
JaJ I 
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Filtering Rows 

Click on a gray "Filter Eiutto 
to select on the rows you 
want to see. When a filter h 
applied, the Filter Button — 
turns blue. 

To clear a filter, click on the 
Filter Button and choose (A 

To get a quick total of value 
for only the filtered rows, dc ■ i 



Happy Bookkeeping! 

We certainly hope you enjoy using Big E-Z Bookkeeping Software and will let 
your friends and business associates know about our products. Visit us often at 
www.biqez.com to view a list of Frequently Asked Questions and to see what's 
new! 
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